NAVSUPINST 4200.85C

FATR AND REASONABLE PRICE DETERMINATION

Ref: Reguisition/Sclicitation Number

1. I am recommending award to . I used
one or more of the following checked price analysis techniques compared to
the quoted price of $§ - The quoted price was similar enough to

the comparative price(s) to conclude that the quotation is fair and
reasonable.

O Adegquate Price Competition
vendors were solicited and gquotes were received.
After comparing the quoted prices, I consider the quotes to be
competitive. See the Simplified Acquisition Worksheet or other
record of price guctes received.

[] Commercial Catalog or Published Price List

Manufacturer/Vendor‘s Name:

Catalog/List Title or Number:

Effective Date{s):

Page Number(s):

Catalog/List Price(s):

O The guoted price is the same as the catalog or published pricel(s)
noted above and reflects prices charged to customers buying the
same or similar guantities.

[ The quoted price is lowexr than the cataleg or published price
list and is considered fair and reasonable under the
circumstances of this acquisition. Explain under “Cther.”

O Established Market Price or Prices Set by Law/Regulation
The guoted price is the same as the established market price or the

prices set by law or regulation or by foreign port authority as
verified by:
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FAIR AND REASONABLE PRICE DETERMINATION (continued)
O Historical Comparison for the Same or Similar Item(s)

Prior Contractor:

Order No.: —. Date Purchased:

Quantity and Unit of Issue:

Unit Price Previously Paid: —

Basis For Determining Prior Price Reasocnable:

If the item(s) are not identical, explain why the comparison is
considered is considered wvalid:

E] Other Price Analyses or Comments:

2. As the contracting cfficer for this pending award, I have reviewed
the above pricing documentation; and do hereby make the determination that
the price of the suggested gquoter is fair and reascnable. I authorize the
buyer to proceed with the award.

PREPARED BY:

(Buyer signature and date)

APPROVED BY:

(Contracting Office signature and date)

22

w .
I
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CHAPTER 4
DELIVERY/TASK ORDERS

1. BScope. This chapter prescribes shipboard procedures for
issuing Delivery/Task Orders for supplies and services under
the terms and conditions of existing indefinite delivery type
contracts.

5. Indefini Deliv T .

2. Advantages. As used in this enclosure, indefinite
delivery type contracts (IDTCs) are contracts entered into by
shore-based contracting organizations supporting fleet
requirements. IDTCs are established when a future need for
supplies and serxrvices is known; but the exact times and/or
quantities of future deliveries are not known at the time of
contract award. IDTCs offer the following advantages to the
fleet:

{1) These contracts permit direct ordering (with
flexibility in both quantities and delivery scheduling) from
the contractor by ships when requirements materialize, via the
issuance of Delivery/Task Orders.

(2) When issuing Delivery/Task Orders against IDTCs,
the ship’s contracting officers do not need to search for
sources, seek competition, negotiate terms and conditions or
price, include or repeat the clauses that are in the contract,
or make a written determination that the prices are fair and
reasonable.

b. Examples. Some examples of the types of supplies and
services which may be available under IDTCs are:

(1) Husbanding services which allow the husbanding
agent to subcontract with the necessary sources to provide for
port services, material or personnel transporting services,
consumable supplies and/or subsistence required by the ship
upon entering or while staying in the port;

{2) Subsistence items including fresh meats, poultry,
fish, produce and/or dairy preducts required by the ship;

(3) Master ship repairs and alterations of the vessel
(MRAV) for overseas use, if not restricted by the TYCOM;

{4) Cargo and Propulsion Fuel in emergency situations
when approval has been obtained from the Navy Petroleum Office
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in coordination with the Defense Fuel Supply Center (DFSC) or
COMNAVSEASYSCOM, as applicable; and their guidance for using
the contract (or for procuring the fuel using simplified
acquisition procedures) is followed.

c Contract Bulletins. Contract bulletins are prepared

by the contracting office which awarded the IDTC to inform the
ships of the contracts which are available and also provides
the ordering information, procedures and limitations. TIf not
provided to the ship automatically, the bulletins may be
requested from the customer service branch of the servicing
logistics support activity for the area where the ships needs
the supplies or services. The IDTC bulletins are the official
source for determining:

(1) An IDTC exists which covers the required supplies
or services;

(2) Which activities or ships are authorized to place
orders against the contract; ’

(3) The maximum dollar limitations set for each
Delivery/Task Order;

(4) A list of the covered items or services with unit
prices established; and

(5) Locations where deliveries and time frames
required in which deliveries will be made.

3. DRelivery/Task Order Logs. 2An order log shall be
maintained in the supply department for each IDTC. Data for
each order shall be entered on this log as the order is
issued. See example at the end of this chapter.

4. Preparation of the Delivery/Task Order. All Delivery/Task
Orders must be issued on a DD Form 1155, Order for Supplies or
Services. If oral orders are authorized by the contract, the
DD Form 1155 may be issued after the oral order is placed (see
paragraph 6). The block-by-block instructions for the
completion of DD Form 1155 are provided in the table at the
end of this chapter.

5. Qral Orders

a. The ship’s ordering officer may issue oral orders only
if it is permitted in the contract or on the contract
bulletin. The oral order may not exceed the amount authorized
for this ordering procedure. Order pProcessing procedures may

4-2
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only be used when all terms and requirements of the order can
be communicated orally. The ordering officer must:

(1) Identify him/herself to the contractor;
{2) Identify the contract number;

(3) Identify the Delivery/Task Order number that
applies to the order.

(4) Specify the contract item(s) to be furnished,
include the item description so there is no misunderstanding
about which CLINs are being ordered;

(5) State quantity being ordered plus unit and
extended price for each item being ordered;

(6) Stipulate the date and time that delivery is
required; and

(7) Receive the contractor’s oral acknowledgment that
he/she agrees to meet deliver the items/services as
stipulated.

b. Record the information about the order in the
Delivery/Task Order Log for the contract.

¢. Confirm the oral order in writing with a DD Form 1155.
In the schedule of the DD Form 1155 above all line items,
enter “CONFIRMING ORDER -- DO NOT DUPLICATE.” Oral orders
must be confirmed in writing within ten working days; or
confirmed on a bi-monthly basis when more than one oral order
is consolidated for a single confirmation.

6. Distribution of Delivery/Task Orders. Ships must develop
and maintain a system for the distribution of Delivery/Task
Orders. 1In addition to a signed copy being forwarded to the
Contractor, and a copy maintained in the official contract
file, other distribution should be made in accordance with
NAVSUP Publications 485 and 567 and relevant TYCOM
instructions.

7. Modification of Delivery/Task Orders. The procedures for
all modifications are found in Chapter 9 of this enclosure.

8. Inspection and Acceptance. The procedures for inspections

and acceptance are the same as any other shipboard
procurement. Inspection and acceptance procedures are in
Chapter 9 of this enclosure.
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9. If specific payment procedures are
stipulated in the contract bulletin, they shall be followed.
Otherwise, the ordering officer shall stipulate the payment
terms in the same fashion as required using simplified
acquisition procedures (see Chapter 9).
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CONTRACT BULLETIN —- SAMPLE ONLY

potm e SEmEmmrmns

PORT CONTRACT

ALL PORTS KUWAIT N68171-95-D-A589
CONTRACTOR ADDRESS REPRESENTATIVES
INTERNATIONAL SHIPPING AGENCY LTD MR. HAKAN GRANANDER
P.0. BOX 20837 TEL: 0865-535-0567
SarAaT, KUWAIT MR. MOHAMED BADAWI
TEL: 0965-244-1860 TEL: 0865-564-1148

TLX: 22208 ISASHIP KWT
FaX: 09565-241-5732

SUPPLIES AND SERVICES POR _DELIVERY TO U.S. NAVY VESSELS:

BEUSBANDING SERVICES

DELIVERY PERIOD:

20 JULY 1835 THROUGH 1% JULY 1996

CURRENCY FOR PAYMENT:

IN U.S. DOLLARS, U.S. TREASURY CHECK, OR KUWAIT DINAR, IF PAYMENT
IS IN U.S. DOLLARS OR TREASURY CHECK, THE RATE OF EXCHANGE TO BE
USED WILL BE THE OFFICIAL RATE OF EXCHANGE AT THE BANK OF KUWAIT ON
THE DAY WHICH PAYMENT IS TO BE MADE.

PAYMENT MADE BY:

THE DISBURSING OFFICER OF THE ORDERING VESSEL, OR BY THE DISBURSING
OFFICER DESIGNATED TO MAKE PAYMENT FOR THE ORDERING VESSEL. IN THE
EVENT PAYMENT CANNOT BE MADE PRIOR TO LEAVING PORT OR INVOICES ARE
NOT RECEIVED PRICR TO LEAVING PORT, PAYMENT WILL MADE BY DISBURSING
OFFICER, ASU BAHRAIN. FORWARD RECEIPT OF SERVICES CERTIFIED DD
1155 TO DISBURSING OFFICER, ADMINISTRATIVE SUPPORT UNIT SWa, PSC
451, BOX 10S, FPO AE 09834.

SPECIAL CONDITIONS:

UNDER THE TERMS OF THE CONTRACT, INTERNATIONAL SHIPPING AGENCY
{(IsA} PROVIDES FOR ALL SERVICES IDENTIFIED HEREIN AND MUST ASSIST
THE SHIP IN ARRANGING FOR ANY OTHER SUPPLIES/SERVICES IT MAY
REQUIRE WHILE IN PORT. ISA IS REIMBURSED AT FIXED PRICES
IDENTIFIED HEREIN OR IN ACCORDANCE WITH APPLICABLE TARIFFS. FOR
SUPPLIES/SERVICES WHICH ARE NOT DESCRIBED AS FIXED-PRICE OR TARIFF
HEREIN, ISA IS TO COMPETITIVELY SUBCONTRACT FOR THE REQUESTED
SERVICES. SUPPLY OFFICERS SHOULD VERIFY THEAT COMPETITION WAS
RECEIVED.

CONTRACT BULLETIN -— SAMPLE ONLY
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CONTRACT BULLETIN -~ SAMPLE ONLY

A. ORDERING PROCEDURES

1. Commanding Officers and Supply Officers of U.S. Navy and MSC
Ships are authorized to issue orders hereunder. A DD Form 1155
shall be used for this purpose and shall specify the appropriation
chargeable.

2. The Contractor shall, to the maximum extent practicable, advise
ordering officers and recommendations as appropriate to insure that
the ship’s requirements are satisfied on the most economical basis.

3. Ordering Officers are authorized to place oral orders directly
to the Contractor or via ADMINSUP BAHRAIN by a copy of the ship’s
Logistics Reguirements (LOGREQ) message. Such orders shall
constitute valid obligations of the ship. The ship will be
responsible to pay the direct costs, reasonable incurred by the
Contractor in response to such orders, for services performed
(e.g., rental of vehicles) but not actually accepted by the ship
due to delayed port arrival, cancellation of the ship’s port visit,
or other such causes.

B.  METHOD OF OPERATION

1. Upon notification of a forthcoming visit by a U.S. fleet
vessel, the Contractor shall make such preliminary arrangements as
necessary with port authorities, other NRCC Naples Bahrain Support
Detachment Contractors and other commercial firms as required to
provide services requested by the ship. Advance notification will
normally be provided by ADMINSUPU RAHRAIN.

2. The Contractor shall board ship within 4 hours of arrival, to
discuss the ship’s regquirements. If there are more than 3 ships,
the contractor will visit each one within 24 hours. During the
initial visit, the Contractor will make available translated copies
of applicable port tariffs (e.g., tugs, pilots, linehandlers)
current market prices for often ordered services such as dry
cleaning/laundry service, drayage, vehicle rentals, and have
available any other informaticn provided by NRCC Naples RBahrain
Support Detachment for distribution to ships.

3. Based upon the ship’s orders, the Contractor shall arrange for -
the timely £illing of all ship requirements. The Contractor shall
follow the progress of the ship’s orders to assure timely and
satisfactory performance; he shall visit the ship as necessary, and
at least once per day; and shall be available on call at all times
to assist the ship with any problems encountered.

4. For all items which are not identified as fixed-price below, it
is the Supply Officer’s responsibility to ensure prices, terms, and
conditions are fair and reasonable prior to accepting them. Prior
to accepting and making payment for supplies and services, the
Supply Officer or designated representative shall ensure that are
as ordered.

SAMPLE ONLY
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C. INVOICES AND PAYMENTS

Prior to the departure of the ship, the contractor shall
submit to the ordering officer a summary invoice in quadruplicate
supported by a paid or proforma bill from the actual supplier for
each service rendered. Each supplier bill shall specify the name
of the ship, service, gquantity, unit price, and net extended
price paid by the Contractor . The contractor’s summary invoice
shall contain the following information: Contractor number, name
of the ship, DD 1155 number, identification of the service,
quantities, unit price and extended total prices. Invoices shall
be 'in the name of the Contractor and not any agent or
subcontractor. Where the prices are governed by standard Port
Authority tariffs these prices shall be used and so indicated on
the summary invoice.

D. REIMBURSABLE FEXPENSES

For services ordered and accepted the Contractor shall be-
reimbursed the net price paid or the be paid, to the actual
supplier of the services as evidenced by a "paid to" or proforma
invoice of the actual supplier. Where the sailing time of the
vessel makes the obtaining of such supporting supplier’s invoices
impossible (e.g. telephone bills), the Contractor shall be
reimbursed based on his best estimate of the actual bill. Such an
estimate will be based on evidence of quantities atcepted by the
vessel. Both this estimated bill and the actual supplier’s bill,
subseguently obtained, shall be submitted to the Contracting
Officer for record purposes.

E. INVOICE ADJUSTHMENTS

Due to non-availability of actual suppliers bills, as
discussed above, it may be necessary from time to time to make
adjustments for disparities between reimbursements paid to the
Contractor and actual costs subsequently paid by the Contractor,
Such adjustments will be transacted with the ship concerned by
submission of a supplemental invoice of reimbursement tot the ship
by check, 1in dollars, payable to the Treasurer of the United
States. Such a supplemental invoice{s} will be in the form of a
new bill for the difference involved supported by a copy of the
actual bill paid by the Contractor and a copy of the original bill
paid by the ship.

SERVICES AND PRICES ALL FEES IN U.S. DOLLARS

0001. HUSBANDING FEES

SHIP CL.ASS FIRST DAY OF SERVICE EACH DAY THEREAFTER
I 580.00 3%.20
Iz §72.00 56.00
III 784 .00 33.60
v 1,064.00 33.80
SAMPLE ONLY
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- CONTRACT BULLETIN -- SAMPLE ONLY

0002. TRASH REMOVAL

SHIP CLASS UNIT
I COL
II COL
III COL
v CoL

SHIP CLASS UNIT
I DAY
II DAY
IIX DAY
Iv DAY

PIERSIDE

631.80
631.80
€31.80
N/A

PIERSIDE

929.00
923.00
$29.00
N/A

ANCHORAGE
N/A
1,771.20
1,771.20
1,771.20

ANCHORAGE
N/A
2,646.00
3,402.00
4,806.00

0003. WASTE OIL AND AGGREGATE WATER REMOVAL (CUBIC METERS)

UANTITY

PIERSIDE (MIN 1,800 GL)
ANCHORAGE (MIN 300 GL)

000 4. CHEMICAL HOLDING TANK (CHT) /SEWAGE REMOVAL

LOCATION
PIERSIDE
ANCHCORAGE

000 5. FRESH POTABLE WATER

OCATION
PIERSIDE

ANCHORAGE (MIN 100 MT)

000 6. PILOTS, TUGS, LINEHANDLERS AND BERTHING:

IAW Port Tariff.

000 7. CARGO LIGHTERAGE:
UANTITY
UP TO 60 TON

60-150 TON
OVER 150 TON

Enclosure (3)

UONIT

GL
GL

UNIT
MT
MT

s

ONIT PRICE

.11
4.86

UNIT PRICE

.10
N/A

UNIT PRICE

5.50
16.00

DNIT PRICE

$18.00
1,674.00
2,106.00



IDTC/IDTPO DELIVERY ORDER LOG

CONTRACTOR: CONTRACT NO.
ESTAR. CODE:
CAGE CODE:
PHONE NO.: TIN:
PYMT TERMS: SIZE:
D.0O. NUMBER = SHIP’s UIC - Plus 4-digit serial number
D.0. 2AWARD REQUISITION CONTRACT LINE TOTAL
HO. DATE NUMBER({S) ITEM NO(S). PRICE BATANCE

STARTING CEILING BALANCE: §
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IDTC/IDTPO D.O. LOG (continued)

D.0O. NUMBER = SHIP’'s UIC -~ Plus 4-digit serial number
D.O. AWARD REQUISITION CONTRACT LINE TOTAL
NO. DATE NUMBER(S) ITEM NO(S) . PRICE BALANCE
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ORDER FOR

SUPPLIES OR SERVICES

Form Approved
OMB No. 0704-0187

PAGE

must submit four coples of inveice.} Expires Jun 30, 1997 1
Public reporting burden for this col of Inf I age 1 hour per hding 1he Tene 107 % 7 ng date ) g and
g ata d, and lsting and ing the coll of ¢ X garding this burden ests or any other aspect of this collection of information,
including suggestions for reducing this burden, to Department of Defense, Washington Headquarters Services, Directorats for information TRRnS ndpacg%ns. 1215 Jefferson Davis
Highway, Suite 1204, Arlington, Va 22202-4302, and to the Office of Managemant and Budget, Paperwerk Reduction Project {0704-0187), Washington, 20803.

PLEASE DO NOT RETURN YOUR FORM TO EITHER OF THESE ADDRESSES.
SEND YOUR COMPLETED FORM TO THE PROCUREMENT OFFICIAL IDENTIFIED IN ITEM 6.

Sugply Department

USS Comstellation (CV-64)
FPO AP

San Francisco, CA 96635-2780

SAMPLE IDTC DELIVERY ORDER

3. CONTRACT/PURCH ORDER ND. 2. DELIVERY GRDER NO, 3. DATE OF ORDER s REQUEST MO, £ PRIORITY
N68171-95~D-A589 033654~0001 86 MAR 01 R03354-6075-9999
§. ISSUED BY CODE { RN3354 7. ADMIMISTERED 8Y 11f ather than 63 coBe L
8. DELIVERY FOB

DEST
[ ] orwen

Kuwait City, Kuwait

AT TIME OF DELIVERY.

POC: SKC J.P. Jones (619) 5\45"1212 (See scheduls if other)
9. CONTRACTOR COoRE i FACILITY CODE l ;{e; m%!‘m FOB POINT BY (Date} TIMARK IF BUSINESSIS
96 MAR 01 [ swau
NAME AND INTERNATIONAL SHIPPING AGENCY LTD. 12, DISCOUNT TERMS L] Ses™
A0MSS p. 0. BOX 20637 L] womaromes
SAFAT, KUWAIT 13. MAIL INVOICESTO SHIP's
DISBURSING OFFICER
14, SHIP TO CODE i R03354 15. PAYMENT WILL BE MADE BY CODE ! R03354
Supply Officer . MARK AL
USS Constellation (CV-64&) DISBURSING OFFICER P::P!:E%?sw?ru:
At Anchor off Port of Sufat USS CONSTELLATION {CV-64) CONTRACT OR
ORDER NUMBER

DATE

SIGRATURE AND TITLE OF CERTIFVING DFEISER

16. IpeLvery 1Y [ vus debvery order is issued on ancther Sovernment agenty ot in ascurdance with and subject to terms and of above
P)
T:;: Reference your furresh the foliowing on terms specified herein,
orper |TURCHASE ACCEPTANCE, THE CONTRACTOR HEREBY ACCEPTS THE OFFER AEPRESENTED BY THE NUMBERED PURCHASE GRDER AS IT MAY PREVIOUSLY HAVE
BEEN OR IS NOW MODIFIED, SUBJECT TO ALL OF THE TERMS AND CONDITIONS SET FORTH, AND AGREES TQ PERFORM THE SAME,
NAME OF CONTRACTOR SIGNATURE TYPED NAME AND TITLE DATE SIGNED
D it this box 1§ marked, supplier must sign Acceptance and return the following number of copies:
17, ACCOUNTING AND APPROPAIATION DATA 7 LOCAL USE
ACRN: A& 1761804.2510 000 68934 O 660951 2ZD 000000 FP60759999500 $17,064.00
18, 18, 20. QUANTITY  l2¢, 192 .
ITEM NO. SCHEDULE OF SUPPLIES/SERVICES CROERED? U UHIT PRICE AMOUNT:
ACCEPTED®
0001 Husbanding Service, First Day, Class IV 1 DY 1 §1,064.001 § 1,064,080
0005 Fresh Potable Water, at Anchorage 1,000 MT | § 16.00! $16,000.00
* 1f quannty aceepted by the Government is s3me a5 24, UNITED"STAKES OF AMERIC, - 25. TOTAL $17,064.00
quanuty ordered, indicate by X. If ditferent, enter W M 29
actual quantity accepted below gquantity ordered s ‘DIFFER-
270 enaidle. g CBR JOHN SMITH CONTRACTING/ORDERING OFFICER ENCES
26. QUANTITY IN COLUMN 20 HAS BEEN 27. SHIP. NO. 28. D. 0. VOUCHER NO. 30.
ACTEPTED, AND CONFORMS TO THE
D NSPECTED D REcEvED B CONTRACT EXCEPT AS NOTED INITIALS
D PARTIAL 32 PAID BY 33, AMDUNT VERIFIED CORRECT FOR
D FIMAL
DATE SIGNATURE OF AUTHORZED GOVERNMENT REPRESENTATIVE 31 PAYMENT 34. CHECK NUMBER
36, | certty this account is corsect and proper for pavmnent. B LOMPLEYE
[Jrarma 35. BILL OF LADING No.
FINAL

37, RECEIVED AT | 38. RECEIVEED BY (Print)

38. DATE RECEIVED
IYYMMMDD)

40.TOTAL CONTAINERS

41. S/R ACCOUNT NUMBER

42. SMAVOUCHER NO,

DD FORM 11558

4-11
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This Page Intentionally Left Blank.
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BLOCK DD FORM 1155 -- DELIVERY/TASK ORDER
NO. BLOCK TITLES AND DATA ENTRY INFORMATION

1 CONTRACT/PURCHASE ORDER NC. --
Enter the Contract Number listed on the bulletin. For example:
N00023-96-D~-1234.

2 DELIVERY/TASK ORDER NO. --
Enter the ship’s order number starting with the ship’s UIC,
followed by a dash, finished with a four digit serial number.
For example: 00123-0001. Delivery/Task Order numbers should
be assigned in sequential order and continue until the
contract expires. If the DD1155 is confirming more than one
oral order, enter “See Schedule” and enter the Delivery/Task
Order numbers in the schedule.

3 DATE OF CRDER -- ]
Enter the two position numeric year, three position alpha
month, and two position numeric day. For example:
35 Oct 01

4 REQUISITION/PURCH REQUEST NO. --
Enter the requisition number that appears on the NAVSUP 1250-
2, etc. If more than one requisition applies to the order,
enter “S8ee Schedule” and list each requisition with the item’'s
description.

5 PRIORITY --
Leave Blank.

6 ISSUED BY --
Enter the name and mailing address of the ship. In the code
block, enter the ship’s DoDAAD code (e.g., R00123). Directly
below the address enter: Buyer/Phone: followed by the buyer’s
name and phone number.

7 ADMINISTERED BY --
Enter only the first six alpha numeric characters from the
contract number in the code block if the contracting office
has retained administration, or the code indicated on the
contract bulletin. Otherwise, leave the block blank.

8 DELIVERY FOB --
Check the applicable block.

9 CONTRACTOR --
Enter the full business name and address of the contractor.

10 DELIVER TO FOB POINT BY {Date} --

If a2 single date of delivery applies to the entire order,
enter date in this block in the same format as used in block
3. If more than cne date applies, enter “See Schedule” and
list delivery dates to in the schedule.
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BLOCK DD FORM 1155 -- DELIVERY/TASK ORDER

NO. BLOCK TITLES AND DATA ENTRY INFORMATION

11 MARK IF BUSINESS --
Enter business size, if applicable.

12 DISCOUNT TERMS -~
If applicable, enter the discount for prompt payment listed in
by the contract bulletin.

13 MAIL INVOICES TO --
Enter the reference to the block number containing the address
to which invoices should be mailed or delivered. When not in
Blocks 6, 7, 14, or 15, insert “See Schedule” and enter the
invoicing address in the schedule. Leave blank, if the ship’s
Disbursing Officer will pay upon presentation of invoice by
the contractor.

14 SHIP TO --
Enter the name of the ship and the delivery address. The
address should identify the location where the ship is or will
be ported in terms of a street address, pier number, etc.;
unless sent via U.S. mail, then enter mailing address.

15 PAYMENT WILL BE MADE BY -~-
Enter the name and address of the activity making payment.
Enter in the Code block, the DoDAAD code of the paying office.
If the ship’s disbursing officer will make payment, enter the
name of the ship, ATTN: Disbursing Officer; and the ship’s
address.

16 TYPE OF ORDER --
Check the Delivery/Task Order box.

17 ACCOUNTING AND APPROPRIATION DATA/LOCAL USE --
Enter the accounting classification and the accounting
classification reference number (ACRN) as explained in NAVSUP
P-485. If there is more than one line of accounting, enter
“See Schedule” and enter line of accounting for each item or
ACRN in the schedule.

18 ITEM NO. --

Enter the contract line item number (CLIN) that the bulletin
assigned to each item being ordered. For example, you may
only be ordering one item and its item number on the bulletin
is 0113; then you will enter “0113” on the Delivery/Task
Order. If the multiple items are ordered and the listing will
not fit on the DD Form 1155, the items may be continued on an
Opticnal Form 336 (OF336), Continuation Sheet, or plain paper.
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BLOCK DD FORM 1155 -- DELIVERY/TASK ORDER
NO. BLOCKX TITLES AND DATA ENTRY INFORMATION
ig SCHEDULE OF SUPPLIES/SERVICES --
The schedule should contain the following information, if
applicable, in the order listed:

{1} If the DD1155 is confirming one or more oral order,
enter “CONFIRMING ORDER -- DO NOT DUPLICATE” before any item’s
description is listed.

{2) Item Identification {i.e., purchase description}.

{3) Quantity Variance allowed if any.

(4) Inspection/Acceptance point where the inspection and
acceptance will take place {(e.g., “Inspection and
Acceptance shall take place at the destination”) .’

{5} Preservation and Packaging reguirements.

{6} Packing reguirements such as preservation material,
crate or =skid size, etc.

{7) Delivery Date(s) if not entered in block 10.

{(8) MARK FOR with the name of the ship, its UIC, etc. It
may also include marking with regquisition numbers.

20 QUANTITY CORDERED/ACCEPTED --
Enter the total quantity ordered for the line item.
21 UNIT -~
Enter the unit of measure applicable td the line item. If
unit a vague (e.g., box), define the unit in the items
description.
22 UNIT PRICE --
Enter the unit price applicable to the line item.
23 AMOUNT --
Enter the extended dollar amount f{guantity x unit price) for
each line item.
24 CONTRACTING/ORDERING OFFICER --
Enter the contracting officer’s signature. No one may sign
the ordexr “For” or “By Directiocn.” Only an appointed
contracting/ordering officer acting within his/her delegated
authority may sign the DD Form 1155.
25 TOTAL AMCOUNT --
Enter the total dollar amcunt for all line items on the order.
26 These blocks are used in the receiving and paying
THRY |[functions. Copies of the DD Form 1155 should be forwarded
42 to/be available for the receivers and paying office for their

use, as applicable.
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CHAPTER 5
PURCHASE ORDERS

1. BScope. This chapter provides guidance on the issuance of
purchase orders for supplies and services by shipboard
contracting officers.

2. General. A guotation is not an offer and cannot be
accepted by the ship’s contracting officer to form a binding
contract. When the contracting officer issues an order for
supplies or services in response to a supplier’s quotation,

. the issuance of the order itself does not establish a
contract. The order is merely an offer by the contracting
officer to buy certain supplies or services from the supplier
under specified terms and conditions. If the contractor
accepts the offer, a binding contract is formed. The purpose
of this chapter is to prescribe the simplified acquisition
procedures the contracting officer must follow when issuing
written ocffers; which are called purchase orders.

3. Purchase Order Log. A purchase order log shall be

maintained in the supply department. Data for each order
shall be entered on this log as the order is issued. See
example at the end of this chapter.

4. Numbering. Each purchase order shall be assigned a unique
procurement identification number (PIIN); and these PIINs
should be assigned in sequential order. The PIIN for a
purchase order is a 13 digit alpha-numeric number that
contains dashes between each of its four data fields. The
PIIN is constructed as follows:

a. The first through the sixth symbol in the PIIN
identifies the purchasing activity/ship. This 6 digit alpha-
numeric data field starts with an “N” for Navy (or “M” for
Marine Corps) followed by the ship’s Unit Identification Code
(UIC) ;

b. The seventh and eighth positions in the PIIN shall be
the last two digits of the fiscal year in which the order is
issued;

c¢. The ninth position indicates the type of procurement
instrument being issued and shall be the letter “M” which
stands for manual purchase order; and :

d. The tenth through the thirteenth positions in the PIIN
shall be a four digit serial number sequentially assigned by
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the buyer starting with 0001 and proceeding through 9999.

Each fiscal year’s PIINs shall start with 0001 on the date the
first purchase order is issued in that year. The following
example illustrates a complete PIIN as it should appear on the
purchase order:

AGENCY & UIC ryY TYPE SERIAL NUMBER

N00023 - 96 - M - 0001
(NO0023-96-M-0001)

5. Iypes of Purchase Orders. A purchase order is issued as a
unilateral or bilateral order. To determine which type of
purchase order should be issued, the following guidance is
provided.

a. Unilateral Purchase Order. A unilateral purchase
order is an offer by the Contracting Officer to buy supplies
or services. Acceptance of the unilateral offer by the
contractor is by performance. This may be by proceeding to
perform the work required to furnish the supplies or services;
by delivering the supplies by the required delivery date; or
performing the services within the pericd of performance. The
contractor may decide not to accept the offer by simply not
performing. Although the contractor is not obligated to
perform, most do accept these unilateral offers and perform in
a timely manner. Since this type of purchase order involves
less paperwork and time consumption for both the contracting
officer and the contractor, it is preferred in most cases and
is the most commonly used type of purchase order.

b. Bilateral Purchase Order. A bilateral purchase order
is an offer by the contracting officer which the contractor
accepts by signature. In a bilateral purchase order, the
contracting officer signs the DD Form.1155 and forwards it to
the contractor for signature. The contractor is requested to
indicate acceptance of the offer by signing the acceptance
portion of block 16 on the face of the DD Form 1155. 1If the
contractor chooses to accept the offer, he/she will sign the
DD1155 and return it to the contracting officer before any
performance takes place. The contractor’s signature creates a
contract which is binding on both parties. The contractor is
now legally bound to perform in accordance with the terms and
conditions of the contract. Bilateral purchase orders are not
normally required; however purchase orders must be bilateral
in the following cases:

(1) A government furnished property clause is included
in the order.
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(2) The purchase order is for supplies or services
which are classified or require the contractor’s
personnel or facility to have a security
clearance. In this case, a DD Form 254, Security
Regquirements, must be attached to the DD1155.

(3) The order is for mortuary services.

(4) The contracting officer decides that a bilateral
order is in the best interest of the government
due to the critical nature of the required
supplies or services.

6. FKEorms

a. A purchase order shall be issued on a DD Form 1155
(DD1155), Orxder for Supplies or Services ({(unless the
contracting officer is issuing an unsigned electronic purchase
order as prescribed in paragraph 9 below). The block-by-block
instructions for the completion of the DD1155 are provided in
the table at the end of this chapter. The DD1155 may be used
for the following purposes:

(1) As a purchase order; when the order is issued
within the contracting officer’s delegated simplified
acquisition authority.

{2} As a delivery/task order; when the order is issued
under the terms and conditions of a pre-established contract
by appointed ordering officers.

(3} As a receiving, inspection and acceptance report;
when used by members of the ship’s company responsible for
these duties.

(4) As a payment or public voucher record; when the
ship’s disbursing officer pays the supplier’s invoice(s).

c. If all of the information required in the purchase
order will not fit on the DD1155, the Optional Form 336
(OF336), Continuation Sheet, or plain paper may be used to
continue/finish the order or modification.

7. Clause 2Application. The FAR and DFARS prescribe the use
of clauses in DoD simplified acquisitions. Certain clauses

must be incorporated into purchase orders when required by the
regulations. A clause sets forth specific terms and
conditions that both the Government and the contractor are
required to honor. The most commonly used clauses are listed
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with notes on their use in the sample clause sheets at the end
of this chapter. The following explanation is provided for
seveal clauses which are not discussed elsewhere in this
chapter.

a. EAR 52.212-9, Variatijon in OQuantity. This clause must
be incorporated in any solicitation and order that requires a
variation in quantity (due to allowances in the manufacturing
process or the conditions of loading, shipping, or packing) .
The variation is negotiable, but may not exceed 10% increase
or 10% decrease of the ordered gquantity.

b. EAR 52.212-10, Delivery of Excess Ouantities. This
clause may be incorporated by reference and should be used in
all purchase orders for supplies. This clause states that the
contractor is to deliver the ordered quantity for each item
within allowable variations, if any. If the “Variation in
Quantity” clause is not included in the order, then no
variations are allowed. If the contractor delivers excess
quantities (after considering any allowable variance), the
clause states the Government may retain the excess quantities
up to $250 in value without paying the contractor. Quantities
in excess of $250 will, at the option of the government,
either be returned at the Contractor’s expense or retained and
paid for by the Government at the contract price. If the
quantities in excess of $250 are retained, additional funds
will be obligated to cover the payment and a modification
covering only those quantities over the $250 threshold will be
prepared and signed by the contracting officer citing the
clause as the authority for the modification in order to
support the payment for the excess quantities.

c. Government-Furnished Property Clauses. “Government-
furnished property” is any equipment, material, supply, etc.,
owned by the Government which is furnished to a contractor to
be repaired, consumed, modified, studied, etc. by the
contractor’s personnel. When ship’s property (usually a piece
of equipment) is to be removed from the ship by a contractor
or delivered to the contractor’s facility by the Government,
the buyer must determine if a Government-furnished property
(GFP) clause is required. A GFP clause must be included in
the purchase order if the acquisition cost (i.e., the dollar
amount which the Govern-ment paid for the property being
furnished) exceeds $100,000. Although FAR 45.106(e) no longer
requires a GFP clause when the cost of the item to be repaired
does not exceed $100,000, the GFP clause may be used if the
contracting officer considers it advisable. If applicable,
the buyer must include one of the following GFP clauses in the
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purchase order under the conditions indicated in the table
below:

V. - D_PROP ¥ E
Acquisition Competitive Correct Use is
Cost of or GFP Optional/
Govt Property Noncompetitive Clause Mandatory
FAR 52.2454
$100,000 Either Government-Furnished Optional
or Less Property
{Short Form)
FAR 52.245-2
Over $100,000 Competitive Government Property Mandatory
{Fixed-Price Contracts)
FAR 52.245-2
Over $100,000 Noncompetitive ALTERNATE! Mandatory
Government Property
{Fixed-Price Contracis)
If Any
GFP Clause Either FAR 52.245-1 Mandatory
Included Property Records

c. Bilatera] Clauses. Most clauses are incorporated by
reference and may be used in unilateral purchase orders.

Under the conditions which require a bilateral purchase order,
additional clauses must be included to protect the
Government’s and the contractor’s rights, risks and
responsibilities under the contract that is formed by the
signature of both parties. The sample clause sheets include
the bilateral clauses {(with notes on their use) which may be
applicable to purchase orders issued by ships.

8. Copfirming Orders. The term “confirming order” 1is used to
describe the method of orally placing a unilateral purchase

order and then confirming the order in writing. Purchase
orders are normally prepared in writing and sent to the
contractor via the U.S. mail, or facsimile machine; however
under emergency conditions, it may be necessary to place an
order with a contractor as quickly as possible. In this
situation, the order may be placed orally; but must be
confirmed in writing at the earliest possible date after the
oral order is placed.
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a. Conditions for use

(1) The requirement is a valid emergency (UMMIPS
priority designators 01-06 or other similar situations
requiring immediate delivery);

(2) The order is for standard commercial supplies and
services which are readily available;

(3) The order does not include terms and conditions
which require the supplier’s written acceptance (see bilateral
orders) ;

(4) The Supply Officer, or his/her designated
representative, approves the use of this method prior to the
oral order being placed with the supplier;

(5) This type of order is acéeptable to the supplier;
and
(6) The ship retains all administration functions.

b. Procedures

(1) Once the buyer has selected the contractor for
award, the buyer’s worksheet should be annotated that an oral
order is required with that contractor. The buyer will then
obtain the contracting officer’s approving signature to place
such an order.

(2) After obtaining the approval signature on the
worksheet, the buyer should call the contractor and place the
order by orally providing the same information that would be
included on the DD1155 to the contractor’s representative.

The buyer should provide at least the following information to
the contractor when placing the oral order:

(a) Purchase order number;

(b) A complete description of the item(s) or
service(s) being procured, quantity and price;

(c) Required delivery date or period of
performance;

(d) The location where the items are to be
delivered or the services are to be performed;

(e) Transportation terms, if applicable;
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(£) Quantity discount terms, if applicable;
(g) Prompt payment discount terms, if applicable;

(h) Names of buyer and authorizing contracting
officer; and

(i) That the oral order is subject to all terms
and conditions of the subsequent written
confirming order.

(3) All oral purchase orders must be confirmed in
writing by preparing a unilateral DD1155. BRlock 18, Schedule
of Supplies or Services, should contain the following
statement: “CONFIRMING ORDER - DO NOT DUPLICATE” . Distribution
cf the confirming order must be made within 10 days of the
oral order.

S. Unsigned Flectronic Purchase Orders. An unsigned
electronic purchase order (EPO) is a unilateral offer for
supplies or services which is electronically transmitted via
an official naval message to the supplier, and therefore, does
not have the signature of the contracting officer on its face.

a. Conditions for use. An unsigaed‘electreﬁic purchase-

order may be issued by the ship’s contracting officer when all
of the following conditions are present:

(1) Its use is more advantageous to the Government
than any other simplified acquisition method;

(2) The order does not include terms and conditions
which require the supplier’s written acceptance (see bilateral
orders) ;

(3) The contracting officer approves the use of this
method prior to the message being sent;

(4) The supplier has the capability of receiving such
communications and this type of order is acceptable to the
supplier; and

(5} The ship retains all administration functions.

b. Procedures
(1) The buyer shall select the apparent awardee and

annotate the buyer’s worksheet that an EPO is acceptable to
the contractor and is necessary to expedite the order. The
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buyer will then obtain the contracting officer’s approval
signature to place such an order.

(2) After obtaining the approval signature on the
worksheet, the buyer shall follow shipboard procedures for the
preparation of a message to be sent ship to shore. The
message text shall include any information that is pertinent
for the contractor’s understanding of the order. Informantion
such as accounting data, business size, etc is not necessary.
A DD Form 1155 shall not be prepared to confirm the order. A
copy of the tramsmittal shall be in the purchase file as
evidence that the award took place.

(3) The content of each EPO, over and above regulatory
requirements, is determined by the individual acquisition.
The following example of an EPO is for illustrative purposes
only:

SAMPLE TRANSMITTED ELECTRONIC PURCHASE ORDER

To: Bell & Bright Co, Tokyo Division
7100 Hirohito Way
Tokyo, Japan :
Re: Ur Oral GS-6886/Landeck. This is firm order to furnish
the following on terms specified.
Purchase Order No: N00367-96-M-4532 Date: 95 Nov 01
Terms: Net 30 days
Regn No: RO0036752640280 (USS CHICAGO CG-11)
Deliver FOB Destination by: 95 Nov 15
Ship to: USS CHICAGC CG-11
Attn: Supply Department
Pier 12 Yokosuka Naval Shipyard
Yokosuka, Japan

Mark for: USS CHICAGO CG-11

Invoice upon delivery to: Disbursing Officer, USS CHICAGO CG-
11

Payment by: Disbursing Officer, USS CHICAGO CG-11

Schedule of supplies:

Item No. 1 of 1 - motor 091463 - unit price - $143.31

Total amt: $143.31

Mark all pkgs and papers with the purchase order number.

10. Unpriced Purchase Orders
a. Conditions for Use. An unpriced purchase order (UPO)

is a purchase order for supplies or services, the price of
which is not established at the time the order is issued.
Unpriced purchases orders may be unilateral or bilateral
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depending on the items or services being ordered. They may
alsoc be issued as confirming orders or as unsigned electronic
purchase orders. However, the contracting officer may issue
an unpriced order only when the following conditions exist:

(1) The purchase order shall not exceed $50,000 or the
contracting officer’s delegated authority, whichever is less;

(2) It is impractical or impossible to obtain pricing
in advance of issuing the purchase order; and

{3} The purchase is for:

(a) Repair services requiring disassembly of the
eguipment to determine the nature and extent
of the repair(sj;

{b) Material (i.e., sup?lies} which is available
from only once source and for which the cost
cannot be readily established; oxr

{c) Supplies or services when prices are known to
be competitive but exact prices are not known.

b. Establighing the Monetary Limitation. An unpriced
purchase order is issued with a dollar amount which the
contractor is not to exceed. Since some contractors can
easily take advantage of this type of pricing arrangement; the
contracting officer shall exercise care and judgment in the
selection of contractors who will receive these orders. 1In
addition, a realistic monetary limitation, either on each line
item or for the total order, shall be placed on the unpriced
order. In order to determine a realistic monetary limitation,
the buyer should ascertain as much information as possible
from the requisitioner and the contractor about what costs may
be involved in the final price. The following illustration
contains factors that would be considered in an unpriced order
for repair.
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TOR T-TQ-EXCEE R_REP
PRICE-RELATED FACTORS EXPRESSED IN UNIT & EXTENDED

ESTIMATED NUMBERS OF -- ** UNIT PRICE ESTIMATE
Labor Hours $___/HR $

—_  Call-Out/Trip Charges $ /TRIP $

____ Travel Miles $ /MILE $

___ Travel Hours $__ _/HR $

—__ Days with Meals included $ /DAY $

______ Lodging Days $ /DAY $

_______ Car Rental Days $_____ /DAY $
Airline Tickets S___ /TICKET S

Possible/Probable Parts Required and the [$___ /LOT $

basis for the prices charged.

Other Factors considered:

THE NTE PRICE IS REALISTIC BASED ON NOT TO EXCEED
TOTAL ESTIMATED COSTS 1 JOB $

** These factors do not need to be itemized on the order, but
should be kept as part of the solicitation record for use in

evaluating the final invoice price.

The contractor must agree

to itemize each type of charge, as indicated above, on his/her
service ticket/report and on the invoice.
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C Preparation of UPQ. A DD Form 1155, Order for

Supplies or Services, shall be prepared using the block-by-
block instructions provided at the end of this chapter. A
sample of a completed unpriced purchase order is also at the
end of this chapter. The information which should be on the
face of the form when issuing a UPO is listed below.

(1) Block 13 shall be annotated to require the
contractor to send the invoice to the Contracting Qfficer;

(2) Block 17 should include the words “Not to Exceed”
above the line of accounting data;

(3) The words “Not to Exceed” shall be entered in the
schedule just above the total in block 25; and

(4) The words “Not to Exceed” or the abbreviation
"NTE” should be entered above the line item amount in block
23, when only one or more of the line items is on a NTE basis.

d. Notice to Suypplier Clause. In addition to the special
markings on the face of the DD1155 and in addition to any
other required clauses, every UPO shall contain FAR clause
52.213-3, "Notice To Supplier.” This clause notifies the
contractor that a firm order exists only if the price does not
exceed the maximum line item or total price in the schedule.
It advises the contractor that if performance cannot be done
in accordance with the order, performance shall be withheld,
notification given to the contracting officer, and a guotation
submitted. The contractor, therefore, may not exceed the
amount {s) shown on the DD1155 without first notifying and
obtaining approval from the contracting officer.

e. Incxr ' imi ion. If the contractor
advises the contracting officer that additional funds are
required in order to complete the delivery or performance on a
UPO, the contracting officer must decide what action to take.
The contracting officer should obtain as much additional
information from the contractor as possible, in order to make
a proper evaluation of the situation and additiocnal costs.

The contracting officer should also confer with the
requisitioner about the situation. After all the factors are
weighed, the contracting officer may decide to allow the
contractor to continue to perform or may decide to have the
contractor cease performance. The contracting officer’s
determination will result in one of the following actions:

(1) The UPO may be modified to allow the increase in
price; if the new price is considered fair and reasonable

Enclosure (3)



NAVSUPINST 4200.85C

under the circumstances and the requisitioner provides
additional funds, if necessary. If at all possible, the
modification should change the not to exceed amount to the
fixed-price which will be paid to the contractor upon
completion of performance. The contracting officer should
include a statement in the UPO file that includes all the
information to support the decision to modify the order.

(2) If the contracting officer decides that the
explanation and the new quoted price by the contractor are not
reascnable, (or the funds are not available, or the costs out
weigh the benefits to the Government, etc.) the contracting
officer must terminate the contractor’s performance. In this
case, the contracting officer must tell the contractor to
cease performing and to send his/her invoice for the
performance up to that time. No modification should be
required if the contractor has performed in accordance with
the UPO terms; and the invoice that is received should not
exceed the amount shown in block 25 on the DD11i55. If the
amount does exceed the monetary limitation, it should be
returned toc the contractor with an explanation that it is an
improper invoice since it exceeds the authorized amount.

f. Certification of UPO Invoices. The contracting
officer or his/her designated representative shall review each
invoice resulting from an unpriced purchase order and certify
that the price is reasonable before processing the invoice for
payment. If the contractor completes performance without
exceeding the monetary limitation, the invoice may be paid if
the itemized charges are reasonable/accurate. If the
contractor invoices less than the amount shown in block 25,
the UPO need not be modified to reflect the final price.

g. Distribution of UPQO. Distribution of UPOs is the same
as any other purchase order. After the invoice is certified
for payment, the signed original of the purchase order shall
be attached to the invoice and forwarded to the Disbursing
Officer for payment or to the payment office indicated on the
DD1155.

h. W= R £ .  The contracting officer
is required to follow-up each unpriced order to ensure timely
pricing. A suitable local record of outstanding unpriced
purchase orders shall be maintained. The record shall show
the order number and date, contractor, the estimated NTE
amount, and date follow-up was performed, as appropriate. A
file containing copies of unpriced purchase orders is the
suggested method of maintaining this record.
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i. i view. All ships 1ssu1ng unpriced
purchase orders shall perform appropriate reviews of the
unpriced purchase order procedures used. The purpose of the
UPO review process 1is to ensure contractor’s who receive such
orders are charging fair and reasonable prices; that the buyer
is properly documenting the basis for establishing the
monetary limitation on the UPO; and to ensure that prompt
billing is received and invoice certification is adequate is
adequate. If necessary, the ship’s procedures for the use of
UPOs should be changed or improved based on the review
process. The following reviews must take place:

(1) Realistic monetary limitations. The documentation

of basis used for determining a realistic monetary limitation
shall be reviewed at the time each UPO is issued. Corrective
action shall be taken prior to award, if the documentation is
found inadequate. Consulting with technical personnel on the
estimated time and material required to accomplish the job may
be necessary to improve the basis for the determination.

(2) Validity of billing prices. The validity of

billing prices shall be reviewed semi-annually to provide
reasonable assurance that billed prices represent the fair
value of the items/services purchased. Each contractor’s
billing record shall be reviewed to see if the number of
hours, the materials reguired, etc. were reasonable
considering the complexity of the task regquired by each UPO.
Billing prices shall be compared with unpriced purchase order
monetary limitations for the express purpose of identifying
contractors who consistently bill at 95% or more of the
established monetary limitation. Suppliers whose integrity
may come into guestion should not be considered eligible for
unpriced purchase orders until such doubts are resolwved.

(3) EFair and Reasgonable Price Determinations. At
least twice a year, the adegquacy of the written fair and
reasonable price determinations for UPOs which exceed $2,500
at the time of final billing must be reviewed. In addition,
the files should be reviewed Lo ensure a copy of the properly
certifies invoice is in every UPO f£ile. Corrective action
should be taken as necessary.

(4) OQutstanding UPOs. During any of the above

reviews, the supply officer should take action to have the
contractor send an invoice for any completed UPD for which no
invoice has been received and the completion date was 30 or
more days ago. The follow-up conversation should be
documented in the UPC file.
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11. Distribution of Purchase Orders. Ships must develop and
maintain a system for the distribution of purchase orders. In
addition to a signed copy being forwarded to the Contractor,
and a copy maintained in the official contract file, other
distribution should be made in accordance with NAVSUP
Publication 485 and relevant TYCOM instructions.

12. Mcdification of Purchase Orders. Procedures for all
modifications are found in Chapter 9 of this enclosure.

13. Inspection and Acceptance. The procedures for inspections

and acceptance are the same as any other shipboard
procurement. Inspection and acceptance procedures are in
Chapter 9 of this enclosure.

14. Payment Procedures. Payment procedures to be used in

purchase orders are discussed in Chapter 9 of this enclosure.

ut
1

14
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BLOCK
NO.

DD FORM 1155 -- PURCHASE ORDER
BLOCK TITLES AND DATA ENTRY INFORMATION

CONTRACT/PURCHASE ORDER NO. -~
Enter the Purchase Order Number assigned IAW instructions in
paragraph 4. For example: N00023-96-M-1234.

DELIVERY ORDER NO. --
Leave Blank.

DATE OF ORDER =--

Enter the, two position numeric year, three position alpha
month, and two position numeric day. For example:

95 Oct 01

REQUISITION/PURCHE REQUEST NO. --

Enter the requisition number that appears on the NAVSUP 1250-
2, etc. If more than one requisition applies to the order,
enter “See. Schedule” and list each regquisition with the item’s
description.

PRIORITY -~
Leave Blank.

[e4}

ISSUED BY --

Enter the name and mailing address of the ship. In the code
block, enter the ship’s DoDAAD code {e.g., R0O0123). Directly
below the address enter: Buyer/Phone: followed by the buyer’s
name and phone number. '

ADMINISTERED BY -~
Enter “See Block 6.”

DELIVERY FOB --
Check the applicable block.

CONTRACTOR -- .

Enter the full business name and address of the contractor.
I1f contractor has a separate payment remittance address, enter
that address in the schedule entered as “REMIT TO: ...”

10

DELIVER TO FOB POINT BY (Date) --

If a single date of delivery applies to the entire order,
enter date in this block in the same format as used in block
3. If wmore than one date applies, enter *See Schedule” in
this block and list delivery or performance dates in the
schedule.

11

MARK IF BUSINESS -~
Enter business size, if applicable.

12

DISCOUNT TERMS --
If applicable, enter the discount for prompt payment quoted by
the contractor; otherwise, leave blank.

5-17
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BLOCK DD FORM 1155 -- PURCHASE ORDER
NO. BLOCK TITLES AND DATA ENTRY INFORMATION
13 MAIL INVOICES TO --

Enter the reference to the block number containing the address
to which invoices should be mailed or delivered. When not in
Blocks 6, 7, 14, or 15, insert “See Schedule” and enter the
invoicing address in the schedule. Leave blank, if the ship’s
Disbursing Officer will pay upon presentation of invoice by
the contractor.

14

SHIP TO --

Enter the name of the ship and the delivery address. The
address should identify the location where the ship is or will
be ported in terms of a street address, pier number, etc.;
unless sent via U.S. mail, then enter mailing address. If
order is issued “F.o.b. Origin, Freight Prepaid” terms, also
enter the applicable TAC.

15

PAYMENT WILL BE MADE BY -~

Enter the name and address of the activity making payment.
Enter in the Code block, the DoDAAD code of the paying office.
If the ship’s disbursing officer will make payment, enter the
name of the ship, ATTN: Disbursing Officer; and the ship’s
location.

16

TYPE OF ORDER --

Check the Purchase Order box and enter the date and person who
gave quote. For example: Reference your “Oral Quote by B.
Smiley on 95 Nov 10.” If purchase order is bilateral, enter a
check or “X” in the box that indicates the contractor must
sign the order.

17

ACCOUNTING AND APPROPRIATION DATA/LOCAL USE --

Enter the accounting classification and the accounting :
classification reference number (ACRN) as explained in NAVSU
P-485. 1If there is more than one line of accounting, enter

“See Schedule” and enter line of accounting for each item or
ACRN in the schedule.

18

ITEM NO. ~--

Enter a contract line item number (CLIN) for to each item
being ordered starting with “0001” and continuing until all
items are listed. For example, 0001 through 0101.

If multiple items are ordered and the listing will not fit on
the DD Form 1155, the items may be continued on an Option Form
336 (OF336), Continuation Sheet, or plain paper.

18

SCHEDULE OF SUPPLIES/SERVICES -~-
The schedule should contain the following information, if
applicable, in the order listed:

(1) If DD1155 is confirming an oral order, enter
“CONFIRMING ORDER -- DO NOT DUPLICATE” above items.
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BLOCK DD FORM 1155 ~-- PURCHASE ORDER
NO. BLOCK TITLES AND DATA ENTRY INFORMATION
15 {2} National Stock Number (NSN).
{cont) (3) Item Identification (i.e., purchase description).
(4) Quantity Variance allowed if any.
(5) Inspection/Acceptance point where the inspection and
acceptance will take place (e.g., “Inspection and
Acceptance shall take place at the destination”).
(6) Preservation and Packaging requirements.
(7) Packing requirements such as preservation material,
crate or skid size, etc.
(8) Delivery Date(s) if not entered in block 10.
{9) MARK FOR with the name of the ship, its UIC, ete. It
may also include marking with requisition numbers.
20 QUANTITY ORDERED/ACCEPTED --
Enter the total quantity ordered for the line item.
21 UNIT --
Enter the unit of measure applicable to the line item. TIf
unit a vague (e.g., box), define the unit in the items
description. .
22 UNIT PRICE --
Enter the unit price applicable to the line item.
23 AMOUNT -~-
Enter the extended dollar amount (quantity x unit price) for
2ach line item.
24 CONTRACTING/ORDERING OFFICER --
Enter the contracting officer’s signature. No one may sign
the order “For” or “By Direction.” Only an appointed
contracting/ordering officer acting within his/her delegated
authority mav sign the DD Form 1155.
25 TOTAL AMOUNT --
Enter the total dollar amount for all line items on the order.
If order is unpriced, enter “Not to Exceed” above this amount.
If order is under “F.o.b. Origin, Freight Prepaid” terms,
enter “Plus Transportation” above this amount.
26 These blocks are used in the receiving and paying
THRU |functions. Copies of the DD Form 1155 should be forwarded
42 to/be available for the receivers and paying office for their

use, as applicable.
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6. ISSUED BY CODE i 7. ADMINISTERED BY {if other than 8} CODE i
1 8. DELIVERY FOB
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Somliililadvaiobiviiliaiosicoan sl
17. ACCOUNTING AND APPROPRIATION DATA./ LOCAL USE
18, 19. 20, QUANTITY a4,
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.y ; by the is samme 28 24. UNITED STATES OF AMERICA 25 TOTAL
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D INSPECTED D RECEIVED CONTRACT EXCEPT AS NOTED WmaLS
PARTIAL 32.PAID BY 33. AMOUNT VERIFIED CORRECT FOR
B FINAL
DATE SIGNATURE OF AUTHORIZED GOVERNMENT REPRESENTATIVE 3. PAYMENT 34. CHECK NUMBER
36. | certity this account 13 correct and proper for pavment. COMPLETE
D PARTIAL 35. BILL OF LADING NO.
DATE SIGNATURE AND TITLE OF CERTIFYING OFFICER FINAL
37. RECEIVED AT §39. RECEIVED BY (et} (3\2? gﬁ%ﬁﬁm 40 TOTAL CONTAINERS |41, S/R ACCOUNT NUMBEER 42, SR VOUCHER KO,
bt 3
o ENITITUSUre (39
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- -M-
Page of

The following checked (IXI) CLAUSES are hereby incorporated in this
Purchase Order.

FAR 52.252-2 CLAUSES INCORPCRATED BY REFERENCE
(JUN 1988)

This order incorporates one or more clauses by reference, with
the same force and effect as if they were given in full text.
Upon request, the Contracting Officer will make their full text

available.
FAR 52.203-3 GRATUITIES (APR 1984)
XI rFArR 52.225-11 RESTRICTIONS ON CERTAIN FOREIGN PURCHASES
{MAY 1952)
Xl FarR 52.233-1 DISPUTES ALT I {(MAR 1994 and DEC 1991)
XI FAR 52.233-3PROTESTS AFTER AWARD (AUG 1989)
Xl PFAR 52.232-1PAYMENTS (APR 1984)
Xl FaR 52.232-8DISCOUNTS FOR PROMPT PAYMENT (APR 1989)
FAR 52.232-11 EXTRAS (APR 1984)
FAR 52.232-25 PROMPT PAYMENT (MAR 1994)

The following clauses are hereby incorporated in this Purchase
Ordexr, if the order is for gupplies or services involving the
furnishing of supplies.

FAR 52.212-10 DELIVERY OF EXCESS QUANTITIES (SEP 198%)
FAR 52.246-1CONTRACTOR INSPECTION REQUIREMENTS
{APR 1994)
FAR 52.246-16 RESPONSIBILITY FOR SUPPLIES (APR 1984)
lowi if wi 1 hi

O FAR 52.212-SVARIATION IN QUANTITY (APR 1984)
{Item Numbers

2

% Increase, % Decrease)

o FAR 52.213-3 NOTICE TC SUPPLIER {APR 1984)
0 FAR 52.223-3 HAZARDCUS MATERIAIL IDENTIFICATION AND
MATERIAL SAFETY DATA (NOV 1991}

0 DFARS 252.223-7001 HAZARDQUS WARNING LABRELS {(DEC 19921}
O FAR 52.247-30 F.0.B. ORIGIN, CONTRACTCOR’S FACILITY
(APR 1984)

5-23
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O FAR 52.247-32 F.O.B. ORIGIN, FREIGHT PREPAID (JUN
1988)

Estimated Freight Amount:

From City & State:
[ FAR 52.247-34 F.O.B. DESTINATION (NOV 1991)

The following clauses, if checked, are hereby incorporated in this
Purchase Order, and require the use of a bilateral order as
indicated by the contractor’s signature in Block 16 on the DD Form
1155.

[ FAR 52.245-1 PROPERTY RECORDS (APR 1984)
(Select One)
O FAR 52.245-2 GOVERNMENT PROPERTY (FIXED-PRICE CONTRACTS)
(DEC 1989) .
i FAR 52.245-2 GOVERNMENT PROPERTY (FIXED-PRICE CONTRACTS)
ALTERNATE I (APR 1984)
I FAR 52.245-4 GOVERNMENT-FURNISHED PROPERTY (SHORT FORM)
(APR 1984)
(Select One)
| FAR 52.249-1 TERMINATION FOR CONVENIENCE OF THE
GOVERNMENT (FIXED PRICE) (SHORT FORM)
(APR 1984)

[Applies to order for Supplies or
Services with Supplies]

O FAR 52.245-4 TERMINATION FOR CONVENIENCE OF THE
GOVERNMENT (SERVICES) (SHORT FORM)
(APR 1984)

[Applies to Services with no supplies]

| FAR 52.245-8 DEFAULT (FIXED-PRICE SUPPLY AND SERVICE) (APR
1984) [Applies to all]
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ORDER FOR SUPPLIES OR SERVICES

{Contractor must submit four copias of invoice.}

Form Approved PAGE
OMB No. 0704-0187 1 of 2
'z"x:}%fss Jun 30, 1887 i
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Highway, Sunte 1204, Adington, va 221%245332 and 1o the Office of Managu:gm and ﬁu?gﬂ, Paporwork ‘Reduction Project iﬁ?ﬁé—@‘*s 5, Washington,

PLEASE DO NOT RETURN YOUR FORM TO EITHER OF THESE ADDRESSES.
SEND YOUR COMPLETED FORM TO THE PROCUREMENT OFFICIAL IDENTIFIED INITEM 6.

geliestion mfm&,
ate for t and Re, s. ;5%5 Jifisrscn Davis

1. CONTRACTPURCH ORDER NG, 2. DELWERY QRDER MO - ?\;\g\:ﬁhﬁ%%?msa 4, REOUSITIONAPURDY REQUEST X0, 5. PRIQRITY
NOQ023-96-M-5345 S6 MAR Ol N00023-6075-55995
6. ISSUED BY CODE z 7. ADMINISTERED BY [H ather than §) CODE
Purchase Dgpartment 100023 ! B DELIvERT FOB
Naval Supply Systems Command
1631 Jefferson Davis Highway SAMPLE UNPRICED PURCHASE ORDER {[x] oest
Arlington, VA 22241-5360 s T D OTHER
P0C: E. §§§3§S$§, 21iG N { ?33} 8070712 {Sex sshedule ot other}
9. CONTRACTOR CoDE ; FACILITY CODE 1 10 ﬂELWER TO FOB POINT BY (Date} 11 MARK IF BUSINESSIS
' See Schedule B s
NAME AND Vortex S¥stems, Inc. 12. DISCOUNT TERMS ] Sidseee™
ADBRESS 1234 Vortex Way .5% 20 DYS [ wosasowneo
Bethesda, Maryland 12345-9999 13. MAL INVOICESTO cONTRACTING OFFICER
AT BLOCK 6 ADDRESS

14. SHIP TO CODE | NOO023 15. PAYMENT WILL BE MADE 8Y CODE { HQO103
Facilities Manager MARK ALL
Kaval Sug ply Systems Command P;::E;GSE“W::
1931 Jefferson Davis Hwy, 6th Floor CONTRACT OR
Arlington, VA PH: (703) 607-9999 ORDER NUMBER
16. [DELIVERY This defivery arder 13 1ssued on another Government agency or i1 3ccordance with and subject to terms and eliti of above d comract,
TZ;E X [peterence vowr  Telequote by P. Smith on 96 Feb 29 Surrish the Tofiowing on terms spocificd herein,

oroER || TCHASE ACCEBTANCE. THE CONTRACTOR FERESY ACCEPTS THE DFFZR REPRESENTED BY THE NUWBERED PURCHASE RDER AS IT MAY PREVIOUSLY RAVE
BEEN OR 1S NOW MODIFIED, SUBJECT TO ALL OF THE TERMS AND CONDITIONS SET FORTH, AND AGREES TO PERFORM THE SAME.

NAME OF CONTRACTOR SIGNATURE
It trus box is marked, lier must si9n A and return the following number of copes:

TYPED NAME AND TITLE DATE SIGNED

77. ACCOURTING AND APPROPRIATION DATA 7 LOCAL USE

ACRN A&: 1761804.2910 000 00612 O 00612 2D 281160 FP6O

759993900  NOT TO EXCEED: $2350.00

D PARTIAL
D FINAL

18. 19. 20. QUANTITY  [21. |22, 23.
ITEM NO. SCHEDULE OF SUPPLIES/SERVICES ORDERED/ UNIT UNIT PRICE AMODUNT
ACCEPTED®
0001 |Services, labor and material for the repair of 1 JOBi $2,350.00] $2,350.00
{1) Vortex model 31-1CW Motor, ser. no. 3107934
Repair to include rewinding stator and rotor;
and replacing main bearing.
Period of Performance: 96 MAR 06 thru 96 MAR 07
Inspection and Acceptance at Destination.
NOT TO
EXCEED
* if quantity accepted by the Gavernment 1s same as 24. UMTED sT, S 05 AMERICA 25. TOTAL $2 N 350 o OO
quantty oroered, indicate by X. if ditferent, enter 28
actual quantity below ‘DierER.
i = Y: W . P ”'ACK CONTRACTING/ORDERING OFFICER ENCES
26. QUANTITY IN COLUMN 20 HAS BEEN 27. SHIP. NO. 28. D. ©. VOUCHER NO. 30.
ACCEPTED, AND CONFORMS TO THE
D INSPECTED D RECEWED CONTRACT EXCEPT AS NOTED WITIALS
32. PAID BY 33. AMOUNT VERIFIED CORRECT FOR

DATE STONATURE OF AUTHORIZED GOVERNWMERT REPRESENTATIVE 23. PAYMENT 34. CHECK NUMBER
38. 1 certify thus account 15 correct #nd proper Tor payment, COMPLETE
[Jeamma 35. BILL OF LADING NG.
DATE SIGNATURE AND TITLE OF CERTIFYING OFFICER D FINAL
37. RECEVED AT |38. RECEIVED BY (Privt) ;-*\{9; gﬁﬁaﬁéﬁm 140, TOTAL CONTAINERS 141, SR ACCOUNT NUMBER 42, S/ VOUCHER NO,
DD FORM 11585 . 5_25 Enclosure (3)
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NO0023-96-M-5345

Page 2 of 2 SAMPLE ONLY
The following checked ([IX]) Clauses are hereby included in this
Purchase Order:

Xl FAR 52.252-2 CLAUSES INCORPORATED BY REFERENCE (JUN 1988)

This order incorporates one or more clauses by reference,
with the same force and effect as if they were given in full
text. Upon request, the Contracting Officer will make their
full text available.

XI FAR 52.203-3 GRATUITIES (APR 1984)

FAR 52.222-3 CONVICT LABOR (APR 1984)

X FaAR 52.225-11 RESTRICTIONS ON CERTAIN FOREIGN PURCHASES
(MAY 1992)

X FaR 52.232-8 DISCOUNTS FOR PROMPT PAYMENT (APR 1989)

Xl FAR 52.232-25 PROMPT PAYMENT (MAR 1994)

X FaAR 52.233-1 DISPUTES (MAR 1994)

Xl Far 52.233-3 PROTESTS AFTER AWARD (AUG 1989)

NOTE: TIf this order is “Unpriced” as indicated by the words “Not
to Exceed” or the abbreviation “NTE” in the schedule, the
following clause is hereby incorporated in this Purchase Order:

Xl FaR 52.213-3 NOTICE TO SUPPLIER (APR 1984)

This is a firm order only if your price does not exceed
the maximum line item or total price in the Schedule. Submit
invoices to the Contracting Officer. If you cannot perform in
exact accordance with this order, WITEHOLD PERFORMANCE and
notify the Contracting Officer immediately, giving your
quotation. (End of clause)

SAMPLE ONLY
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CHAPTER 6
BLANKET PURCHASE AGREEMENT CALLS

1. Scope. This chapter prescribes procedures to be used by
ships that are authorized to place calls against previously
established blanket purchase agreements (BPAs).

2. Establishing the Authority to Use BPAs

a. A blanket purchase agreement (BPA) is a agreement to
have a “charge account” with a supplier who will furnish
specific categories of supplies or services under pre-arranged
terms and conditions. BPAs are established by shore
‘contracting activities which provide logistical support to
ships. Ships may not establish BPAs.

b. BDPAs are only appropriate for shipboard use when the
ship will have repetitive requirements that cannot be acquired
in a timely fashion by shore-based logistics support
personnel. Under the appropriate conditions, use of BPAs is
encouraged since orders charged to BPAs are normally made
verbally over the phone; thereby eliminating the need for
individual written purchase orders.

c. Upon written request of the ship’s commanding orx
supply officer, a servicing logistics support activity may
establish BPAs for the ship, or a ship may be authorized to
use a shore activity’s previously established BPAs. The
ship’s request should contain the following information:

(1) Commodity. Type of supplies or services required
on a repetitive basis.

(2) Supplier. Suggested source(s) known to provide
the needed supplies or services. To the maximum extent
possible, more than one source should be suggested so multiple
BPAs may be established at the same time.

(3) Rexiod of Performance. Period of time during

which the supplies or services will be needed.

{4) BPA Callers. Name{s) of individual{s}) for whom
authority is requested to place calls against the BPA and the
maximum dollar limitation that shall be authorized for each
BPA call.

(5) 1 Activity. Name and address of the activity
authorized to make payments on behalf of the ship.

Enclosure (3)
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3. Blanket Purchase Agreements in General. If the ship’s
request is approved, the shore activity will negotiate and
award the BPA(s) and/or will authorize the ship to use
previously established BPAs. The ship and the designated
paying activity shall be provided copies of each BPA (or a
summary or an instruction containing all the terms and
conditions of the BPAs) the ship is authorized to use.
Because the issuing contracting officer has already received
each contractor’s agreement to honor certain terms and
conditions contained in the BPA, authorized BPA callers
normally place their orders orally over the phone and do not
have to negotiate the terms and conditions that were included
in the basic agreement. A sample BPA with applicable terms
and conditions is provided at the end of this chapter. BPA
callers should become familiar with all terms and conditions
prior to using this method.

4 List of BPA Callers. A list of individuals appointed to

place BPA calls must be maintained by the ship. A copy of the
list must be submitted to each shore activity that issued the
BPAs the ship is authorized to use. The ship must immediately
notify these same activities as the list is changed or
updated.

5. PRurchases under BPAs

a. i i Rrior to placement of calls. As
with any other method, prior to placing calls against the RBPA,
each requirement shall be screened for availability from the
supply system.

b. Solicitation Procedures. The applicable solicitation

and evaluation procedures in Chapter 3 apply. If the
contractor who otherwise qualifies for the award does not have
a BPA, the contractor shall be awarded the order using some
other simplified acquisition method. The authority to use
BPAs does not allow the ship to preclude other gqualified
sources from award.

c Placement of BPA calls. BPA calls will normally be

placed by telephone. Written calls can be made on the DD Form
1155 but are discouraged.

d Documentation of BPA calls. Each BPA call shall be

documented on the purchase request (reguisition) or on a
buyer’s worksheet (see worksheets at the end of Chapters 3 and
4) . The documentation must include the following:

Enclosure (3)
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{1) BPA number;

{2} Call number;

{3} Date of call;

(4) Date of required delivery or performance;
{(5) Description of the items ordered;

(6) Quantities;

(7) Unit and extended prices of each item; and total
price for the call;

{8) Transportation terms, and, if applicable TAC and
estimated price of transportation;

{9) Signature of person placing call.

e. Distribution of calls. The annotated purchase
request, and/or worksheet shall be distributed in accordance
with NAVSUP Publication 485, relevant TYCOM instructions, and
local shipboard requirements.

£. Receipt of material. When delivery is made or

services are performed, the contractor’s sales document,
delivery ticket, or invoice (if it reflects the essential
elements) may be used for recording receipt and acceptance of
the supplies or services.

g. £all Number. BPA calls are normally identified by a
four position numeric call number assigned by the activity
which authorized the ship to use the BPA. However, if no such’
assignment is made, then the ship’s BPA calls shall be
numbered with the ship‘’s call number starting with the ship’s
UIC, followed by a dash, finished with a four digit serial
number. For example: 00123-0001. The serial numbers for
each separate BPA’s calls beginning with 0001 and proceed
through 9999. BRBPA call numbers should be assigned in
sequential order and continue until the BPA itself expires or
is updated.

h. BPA lLogs. Calls shall be recorded on a BPA log

similar to the one shown at the end of this chapter. A log
shall be established for each BPA which is used.

Enclosure (3)



NAVSUPINST 4200.85C

6. Anpnual Review of BPA calls. The Supply Officer or his/her
designated representative shall annually review the calls
placed during the reporting period stlpulated by the activity
which issued the BPA. The annual review of the BPAs used
shall be conducted as follows:

a. The review will ensure that:

(1) Mandatory sources of supply are not being
circumvented (ignored);

(2) Calls are being distributed equitably among
qualified suppliers or being competed, if required;

(3) Calls are being placed only by authorized
personnel within their established monetary limitations;

(4) Requirements are not being split;

{5) BPA calls are adequately documented (e.g., call
record information and appropriate signatures; justification
for exception to mandatory supply sources; record of firms
solicited and responses received and/or price reasonableness
documentation for calls over $2,500; and sole source
justification).

b. The annual review shall also examine the frequency of
use of the BPA being reviewed. If the review shows that no
calls, or very few calls are placed (and calls are otherwise
being equitably distributed) then consider asking the
contracting activity which issued the BPA to cancel it.

c. If circumstances warrant, the annual review of BPAs
may be limited to 50 percent of the BPAs used. 1In any event,
all BPAs will have been reviewed at least once in a two (2)
year period.

d. The results of each reviewed BPA shall be recorded on
a BPA Call Review Report (NAVSUP Form 1328). A copy of the
completed form shall be placed in the BPA file. The signed
original of each completed NAVSUP Form 1328 will be forwarded
to the contracting officer who issued the BPA within 25 days
after completion of the review. See the sample NAVSUP Form
1328 at the end of this chapter.
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ORDER FOR SUPPLIES OR SERVICES

[Contractor must submit four copies of invoice.)

Form Approved
OMB Neo. 0704-0187
Expires Jun 30, 1987

PAGE
i

6. ISSUED BY
Purchase Department

POC:

coot | NO0O23

Naval Supply Systems Command
1931 Jefferson Davis Hi
Arlington, VA 22241-3360

E. Robinson, 216,

ghway

{703) 607-0712

7. ADMINISTERED BY {if other than &)

CODE I

PUBHic TepOrting DUroen 167 ths of i serage T BOUT DAL TASDONSS, WMOWKHTg (NS (MRS 107 o ang
5 tﬁ"ﬁf o ] s!ﬁefem ofw n. Send s g g & P 1 cfwemrmucfﬁngg?:mﬁa%m
ﬁg;?zw:{, s Atingran, Va 2221}2—&3{32. and 1o tha Offcs of a0t Budoer, Papsrwork Reduction Projact fs?mtsfg Washingren, DT 20803,
PLEASE DO NOT RETURN YOUR FORM TQ EITHER OF THESE ADDRESSES.
SEND YOUR COMPLETED FORM TO THE PROCUREMENT OFFICIAL IDENTIFIED IN ITEM 6.
1. CONTRACTPURCH ORDER NO. 2. DELIVERY QROER §O. 3. DATE OF ORDER 4. REQUISITION/PURCH REQUEST NC. §. PRICRITY
YYDt
NO0023-96-4-1234 96 OCT 01

8. DELIVERY FO8
oest SEE
D crwea SCHED

iSee senaovie i oiner}

9. CONTRACTOR

cessz

ABC Corporation

FACIITY CODE ;

0. ﬁE’LWER TO FOB POINT BY iDatel

vy 48 AGREED AT
TIME GF CALL

2. DISCOUNT TERMS

1Y MARK iF BUSINESSTS

[ sma
T Sasds

NAME AND
ACDRESS 1010 Any Street 1% 20 DAYS WOMANGWNED
Anywhere, PA 22222-969S
12 MALINVOICESTO ADDRESS STIPULATED BY
AUTHORIZED BPA CALLER
14, SHIP TO [atele 3 1 15. PAYMENT WILL BE MADE BY CODE I
MARE ALL
PACKAGES AND
AS STIPULATED AT TIME OF BPA CALL PAYMENT OFFICE STIPULATED BY PAPERS WITH
CONTRACT OR
AUTHORIZED BPA CALLER CADER HUMBER
18, (DELIVERY Tous Gelivery orace o Sl G ACTher GOvernmant AENCY OF in 4CCOTSaNcE WIth ahd RUbJEEt to tarms and of avove
T::E X {Retecence your  BLANKET PURCEASE AGREEMERT hurrush the following on terrns specthied herem.
napen | DRCHASE ACCEPTANCE THE CONTRACTOR HEREDY ACCEPTS THE GFFER REPRESENTED BY THE NUMBERED PURCHASE ORDER AS 1T MAY PREVIGUSLY HAVE
BEER OR 15 NOW MODIFIED, SUBJECT TO ALL OF THE TERMS AND CONDITIONS SET FORTH, AND ASREES TO PERFORM THE SAME,
ABC Corporation 74-155 g{gé . 4.B. Ceah, President
NAME OF CONTRACTOR SIGNATURE TYPED NABE AND TITLE DATE SIGNED
1f thes box is marked, supplior MuSt SIgN ACCeDtance and raturn the following number of copes: 1
17. ACCOUNTING AND APPROPRIATION DATA 7 LOCAL USE
1B, 1. 2. QUANTITY 3. 2z, 23.
TER B, STHEDULE OF SUPPLESISERVICES CREERED! URIT UNIT PRICE AMOUNT,
ACCEPTED®
1. Description of Agreement. This Blanket Purchase
Agreement (BPA) is for ELECTRICAIL SUPPLIES AND
SERVICES which the contractor may deliver to the
Government if -and when reguested by the Contrac-
ting Officer or authorized BPA Callers. This
BPA shall be in effect for an indefinite period
of time commencing 96 OCTOBER Q1.
2. Extent of Obligation. The Governmental is not
obligated to place any calls under this BPA.
The Government is only obligated to the extent
that authorized calls are placed.
3. Contractor's Billing Period: The contractor shall submit Invoice on 25thiof each pontl
.y e N 24. UNITED STA AMERICA 25, TATAL
TR | O ol =
acwal below ordered ‘DIFFER-
Aot encecia. av: %f, P. "&%C-K CONTRACTING/ORDERING OFFICER ENCES
26. QUANTITY IN COLUMN 20 HAS BEEN 27. SHIP. NO. 28. D. O, VOUCHER NO. 30,
[ mseecren [Taeceneo [ ] AGCERTED. atio conrorus 7o Tre INTIALS
U PARTIAL 32. PAID BY 33. AMOUNT VERIFIED GORRECT FOR
D FiNAL
DATE  SIGRATURE OF AUTHORIZED GOVERNMENT REPRESENTATIVE 31. PAYMENT 34. CHECK NUMBER
36. J certity Tus account 13 SOMELt and proper 10 payment, COMPLETE
D PARTIAL 35. BilL OF LADING NO.
DATE SIGNATURE AND TITLE OF CERTIFYING OFFICER FINAL
37. RECEIVED AT [38. RECEIVED BY (Pant) 38. DATE RECEIVED 40.TOTAL CONTAINERS [41.S5/R ACCOUNT NUMBER 42, S/ VOUCHER NO.
YYMMMDD)
DO FORM 1155 6~5 Enclosure (3)
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CONTINUATION OF DD FORM 1155 for BLANKET PURCHASE AGREEMENT

4. PERICING. The prices to the Government for all
acquisitions made under this agreement shall be as low as, or
lower than, those charged the supplier‘’s most favored customer
for comparable quantities under similar terms and conditions
in addition to any discounts for prompt payment.

5. PURCHASE LIMITATION. No call placed under this agreement
shall exceed $100,000 or the BPA Caller’s delegated call
limitation, whichever is less.

6. NOTICE OF INDIVIDUALS AUTHORIZED TO PURCHASE UNDER THE RPA

M . A list by position title or by name
of individuals authorized to place calls under this agreement,
identified by organizational component, and the dollar
limitation per call for each position title or individual will
be furnished separately to the supplier by the contracting
officer.

7. DELIVERY TICKETS. All shipments under this agreement
shall be accompanied with delivery tickets, or sales slips, in
triplicate which shall contain the following minimum
information:

Name of supplier;

Blanket Purchase Agreement number;

Date of call;

Call number; »

Itemized list of supplies or services furnished;
Quantity, unit price and extension of each item less
applicable discounts (unit prices and extension need
not be shown when incompatible with the use of
automated systems, provided that the invoice is
itemized to show this information); and

g. Date of delivery or shipment.

o 000w

Upon delivery, the receiving activity will retain one copy of
the related delivery ticket and will sign the other two copies
and return them to the supplier or supplier’s agent. One of
these copies may subsequently be required to support the
invoice.

8. INVOICES. A summary invoice, in quadruplicate, shall be
submitted at least monthly for all deliveries made during a
billing period, identifying the delivery tickets covered
therein, stating their total dollar value and supported by
receipt copies of the delivery tickets. Invoices will be
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submitted in accordance with vendor’s invoicing (billing)
period as agreed to by the Government.

S. EAST PAY CALLS. When appropriate, and when agreed upon by
an authorized caller and the contractor, FAR clause 52.213-1
“"Fast Payment Procedures” (AUG 1988) applies. Individual
invoicing is authorized under Fast Pay Orders. Invoices shall
be submitted directly to the paying office indicated at the
time the call is placed.

10. USE OF UNPRICED CALLS WITH BPAs. When appropriate,
unpriced calls may be authorized in conjunction with blanket
purchase agreements. Blanket purchase agreements established
and provided for the placing of unpriced calls shall include
the clause at FAR 52.213-3 “Notice to Supplier” (APR 1984).

11. INCORPORATION OF CLAUSES

FAR 52.252-2 CLAUSES INCORPORATED BY REFERENCE (JUN 1988)

This BPA incorporates the following clauses by reference, with the
same force and effect as if they were given in full text. Upon
request, the contracting officer will make their £full text
available.

FAR 52.203-3 GRATUITIES (APR 1984)

FAR 52.212-10 DELIVERY OF EXCESS QUANTITIES (SEP 1989)

FAR 52-222-3 CONVICT LABOR {(APR 1584)

FAR 52.222-26 EQUAL OPPORTUNITY (APR 1984)

FAR 52.225-11 RESTRICTIONS ON CERTAIN FOREIGN
PURCHASES (MAY 1992)

FAR 52.232-1 PAYMENTS (APR 1984)

FAR 52.232-8 DISCOUNTS FOR PRCOMPT PAYMENT (APR 1989)

FAR 52.232-25 PROMPT PAYMENT (MAR 1994)

FAR 52.233-1 DISPUTES (DEC 1991)

FAR 52.233-3 PROTESTS AFTER AWARD (AUG 1989)

FAR 52.246-1 CONTRACTOR INSPECTION REQUIREMENTS
{APR 1984)

FAR 52.246-16 RESPONSIBILITY FOR SUPPLIES (APR 1984)

DFARS 252-204-7003 CONTROL OF GOVERNMENT PERSONNEL WORK
PRODUCT (APR 1992)

DFARS 252.225-7001 BUY AMERICAN ACT AND BALANCE OF PAYMENTS
PROGRAM (DEC 1991)

DFARS 252.225-7002 QUALIFYING COUNTRY SOURCES AS
SUBCONTRACTORS (DEC 1991}
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DFARS 252-225-7009

DFARS 252.225-7010

These clauses apply, as appropriate, as indicated under

below:

Clause No,

FAR

FAR

FAR

FAR

FAR

FAR

FAR

FAR

FAR

FAR

52.

52.

52-

52.

52.

52.

52.

52.

52

52.

210-5

222-20

222-35

222-36AFFIRMATIVE ACTION

222-37

222-40

222-41

222-42

.222-47

222-48
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(DEC 1991)

Clauge Title
NEW MATERIAL

WALSH-HEALEY PUBLIC
CONTRACTS ACT

AFFIRMATIVE ACTION
FOR SPECIAL DISABLED
AND VIETNAM ERA VETERANS

FOR HANDICAPPED WORKERS

EMPLOYMENT REPORTS ON
SPECIAL DISARBLED
VETERANS AND VETERAN
OF THE VIETNAM ERA

SERVICE CONTRACT ACT OF
1965, AS AMENDED-
CONTRACTS OF $2,500 OR
LESS

SERVICE CONTRACT ACT
OF 1365, AS AMENDED

STATEMENT OF EQUIVALENT
RATES FOR FEDERAL HIRES

SERVICE CONTRACT ACT
MINIMUM WAGES AND FRINGE
BENEFITS

APR

DUTY-FREE ENTRY--QUALIFYING COUNTRY AND
PRODUCTS AND SUPPLIES (DEC 1991)

DUTY-FREE ENTRY--ADDITIONAL PROVISIONS

“*Notes”

Clause Date Notes

APR

APR

APR

JAN

EXEMPTION FROM APPLICATION MAY

OF SERVICE CONTRACT ACT
PROVISIONS

1984

13984

1984

1984

1588

1889

1989

1989

1989

1989
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1. Clause applies when calls are placed for the acquisition of
supplies or for services that may involve the incidental furnishing
of supplies.

2. Clause applies when an individual call exceeds $2,500.

3. Clause applies when the cumulative total of calls here under
exceeds $2,500.

4. Clause applies when the cumulative total of all calls is
anticipated to exceed $10,000.

5. Clause applies when a call for services is covered by the
Service Contract Act of 19865, as amended.

6. Clause applies when the call is a successor to another
contract, the contractor is negotiating or has negotiated a
collective bargaining agreement, and the wage determination has
been requested but not received.

7. Clause applies when the call is for maintenance, calibration or
repair of medical, ADP, scientific or office equipment and the
contracting officer determines the call is exempt from the Service
Contract Act of 1965, as amended.

THE FOLLOWING CLAUSES APPLY ONLY WHEN SPECIFIED IN THE CALL:

FAR 52.212-9 VARIATION IN QUANTITY (APR 1984)
(____ % Increase, ____% Decrease)
FAR 52.213-2 INVOICES (APR 1984)
FAR 52.213-3 NOTICE TO SUPPLIER (APR 1984)
FAR 52.232-28 ELECTRONIC FUNDS TRANSFER PAYMENT METHODS
{APR 1589)
FAR 52.247-29 F.O0.B. ORIGIN (JUN 1988)
FAR 52.247-32 F.0.B. ORIGIN FREIGHT PREPAID (JUN 1988)
FAR 52.247-34 F.O.B. DESTINATION (NOV 1991)
FAR 52.204-3 TAXPAYER IDENTIFICATION (SEP 19%2)
6-5
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FAR 52.223-3 HAZARDOUS MATERIAL IDENTIFICATION
AND MATERIAL SAFETY DATA (NOV 1991)

DFARS 252.223-7001 HAZARDOUS WARNING LABELS (DEC 19%91)

FAR 52.213-1 FAST PAYMENT PROCEDURES (AUG 1988)
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BLANKET PURCHASE AGREEMENT LOG

CONTRACTCR: BPA NUMBER:
COMMODITIES:
PHONE NO.:
SIZE: PAY TERMS:
CALL NUMBER = SHIP’'s UIC - Plus 4-digit serial number
CALL AWARD REQUISITION ITEM(S) TOTAL
NO. DATE NUMBER({S) DESCRIPTION . PRICE
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BPA LOG (continued)

CALL NUMBER = SHIP’s UIC - Plus 4-digit serial number
CALL | AWARD REQUISITION ITEM(S) TOTAL
NO. DATE NUMBER (S) DESCRIPTION PRICE
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CHAPTER 7
IMPREST FUND

1. Scope. This chapter provides guidance for the
establishment and management of imprest funds by DoN afloat
units; and procedures for purchasing supplies or services that
shall be paid for with imprest funds.

2. Purpose

a. An imprest fund is a cash fund established by an
advance of funds from a ship’s disbursing officer to a duly
appointed cashier. The purpose of the fund is to simplify and
expedite the payment process for some of the ship’s purchases
by allowing the cashier to disburse cash, normally not
exceeding $500, for supplies or services delivered to the ship
or ship’s personnel.

b. The purpose of this chapter is to prescribe the
conditions for the establishment and use of imprest funds; and
to set forth the prohibitions or limitations on the use of
this micro-purchase wmethod.

3. Conditiong for Use. An imprest fund may be used to pay

cash for micro-purchases when all of the following conditions
exist:

a. The transaction does not exceed $500. In support of
presidentially declared contingencies, TYCOMs may authorize
overseas imprest fund purchases to $2,500;

b. The use of the imprest fund is considered to be
advantageous to the Navy;

c. Supplies or services are available for delivery within
30 days to the ship, or to a ship’s representative at the
contractor’s place of business; and

d. The purchase does not require detailed technical
specifications or technical inspection.

4. Establishing the Imprest Fund

a. INCOM Authorization. Ships may only establish énd use
the imprest fund method if the TYCOM has approved the use of

this method in writing. The TYCOM’s letter shall be retained
in the Supply Department files.
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b. Commanding Officer’s Authorjization letter. An
authorization letter to establish the ship’s imprest fund
shall be prepared, citing the maximum amount of the fund, and
shall be signed by the Commanding Officer. The original of
the letter shall be retained by the imprest fund cashier. A
copy of this letter shall be forwarded to the ship’s Supply
Officer, the Disbursing Officer and the TYCOM, as reguired.
Only one imprest fund may be established on a ship; unless the
Commanding Officer requests and the cognizant TYCOM authorizes
the establishment of multiple imprest funds. No imprest fund
cashier shall have access to, or control of, more than one
imprest fund. '

c. Fund Amount. The maximum authorized amount of cash in
an imprest fund shall be specified by the TYCOM and normally
will not exceed $1,000 (and be no less than $500). TYCOMs may
authorize a ship to have an imprest fund of any amount not
exceeding $5,000 during a ship’s overseas deployment in
support of presidentially declared contingencies. The
original of any authorization letter issued by the Commanding
Officer. that increases or decreases the amount of the fund
shall be retained by the imprest fund cashier with copies
forwarded to the Supply Officer, Disbursing Officer and TYCOM,
as required.

d. Appointment of the Imprest Fund Cashier.
(1) Any officer or enlisted person may be appointed as
the imprest fund cashier; unless the individual:

(a) Works in the disbursing office;

(b) Is responsible for originating or approving
purchase requests; or

{c) Is responsible for purchasing the needed
supplies or services.

(2) Imprest fund cashiers do not have to be bonded.

(3) The Commanding Officer, or, if designated, the
Supply Officer shall appoint the imprest fund cashier in
writing. The appointment letter shall contain the information
required by DoD 7000.14-R, Financial Management Regulation,
Volume 5, Chapter 02. The letter should contain:

(a) The individual’s name, rate, rank and the
identification of the department/division he
ox she is assigned to;

T7-2
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{(b) Identification of disbursing office for
which the cashier will act, including the
accounting numbers assigned;

{c) Specific duties to be performed;
{d} Effective date;
(e) Maximum amount of the fund; and

(£} Location of the fund. The imprest fund cashier
will be located organizatiocnally and
physically where duties can best be
accomplished.

(4) The letter of appointment will include the
following statement: “I agree to hold myself accountable to
the United States for all public funds received”; which the
imprest fund cashier must sign to acknowledge his/her
acceptance of the cashier duties.

(5) The original of the letter of appcintment (and
revisions to it or revocation of it) shall be retained by the
cashier. A copy of the appecintment letter shall be furnished
to the Supply Officer and Disbursing Officer.

e. Appointment of an Alternate Cashier. The Commanding
Officer or, if designated, the Supply Officer may also appoint
an alternate imprest fund cashier. The appointment process is
the same as for the principal cashier. The aliernate shall
only serve as an imprest fund cashier during the absence of
the principal cashier. There are two kinds of principal
imprest fund cashier absences:

(1) Planned absence. In the event of a planned
absence of the principal imprest fund cashier, the principal
will advance cash to the alternate in any amount, up to the
established limit of the fund. The principal shall receive a
receipt for the cash sc advanced, and upon return of the
principal, shall exchange this receipt for the various
subvouchers, vouchers, receipts and residual cash held by the
alternate. In short, during a planned absence of the
principal cashier, the alternate operates with the
principalcashier’s fund, as if he/she is the principal.

(2} Unplanned absence. These absences include

unexpected sick leave or family emergencies. During these
unplanned absences, the alternate cashier will operate as the
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principal cashier, but with his/her own funds. The Disbursing
Officer will advance to the alternate cashier funds not in
excess of the maximum amount of the fund. The alternate may
be issued the maximum amount of the established fund even if
the principal has the maximum amount already secured in
his/her safe. When the unplanned absence ends, the alternate
cashier turns in residual cash and other documents supporting
and accounting for the expended funds to the Disbursing
Officer. The alternate cashier shall not retain any amount of
the imprest fund cash when the principal cashier is present.

f. Revisions and Revocation. Revisions to and revocation
of the appointment may be at any time. Each of these shall be
in writing addressed to the cashier and show an effective
date.

g. Record Retention, Imprest Fund authorization,
establishment, appointment, revision and revocation letters
shall be retained in the Supply Department for a period of not
less than five years after the fund is disestablished or the
appointee ceases to serve.

h. Advance of Fund to Cashier bv Disbursing Officer.
Funds to establish an imprest fund shall be advanced by the
ship’s Disbursing Officer. A signed copy of the letter
appointing the imprest fund cashier (or alternate) will be
furnished to the Disbursing Officer at the time the imprest
fund cashier (or alternate) first obtains funds. The Supply
Officer shall also be presented a copy at this time, so the
Supply Officer may update the ship’s records and notify the
ship’s buyers and other personnel of who the cashier or
alternate is. :

i. Safes. The imprest fund cashier and alternate cashier
must each have their own safe. Safes must meet security
standards prescribed by NAVCOMPT. Only the imprest fund
cashier and alternate cashier shall have the combination for
their respective safes. The combinations of the safes must be
changed every six (6) months and when the appointee (s) are
changed.

5. Authorized Uses of the Imprest Fund. Imprest funds may be
used to pay for authorized supplies or services under the
conditions discussed in paragraph 3. Imprest funds may also
be used:

a. To pay for delivery charges associated with the
purchase when the contractor is requested to arrange for
delivery on a “Cash on Delivery (C.0.D.)” basis; after the
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